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Btastus of
DDP Reocgrds Menegement Drogrie

I. CEEERAL PROGRAM BTATUB

1, The Agency Records Admipistretion Urogrzm is basleslly = msbegoment
improvement technique to sesist operating oifices in ochiaining mexinum
eificiency in office opersztions, The techniques used by betn Qovernment apd
Indastry &0 reduce peperwork cosis lociuvce Forms Maunegement; Corregpondence
Mansgement; Reports Msnegement; Vit:zl Records; Filing Systems and Equipment;
Records Digjosition; Inventcories end Records Conbtrol Bohedules; znd the
Qperation of an Arohives snd Resords Center.

2. The sttsched Chart, Exnibit 1, shows curulative savinge of 315,700,768
ag o vesult ol cur Agency Records Manugewment Frogripm. The sycoegs of cur
progrum bag been receogniced by oificiels in the Nationzl Avchivez <pd Records
Bervice «f GBA vho have govermment-wiie respongibility for records nansgement

activities under the Pedersl Records Act, Fublic Law 754,

Desyite the significsnt success of the Agency Recurds Mansgement
Program, there 1s meed todsy bto imgprove ~wr operstions in order Yo meet ine
crecsed responsiblliities and [rogron requirements withcout slgnificslly ex-
wanding persornel or spsce needs, Presgident Jobneon hizs included Taperwork
Management ir his "Yar on Waste” Lrogram and hes estsblished » conmtimuling
Morstoriwr or the purchege of nev filing equirment. To hely us meintzin more
effective and econcmicsl operstione we shoull meke grester uwse of records
sanagexent technigues. Bome gignificsnt frets zbout the DDF Records Manszge-
ment Program and suggestions for your conelderstlon are included in this
report.

II. BIGNIFICAKT FACTB

1. A% the end of FY 1965 the DDP avea rejorted u 6% incresse in records
boldirgs in Headguorters oifices over FY 1964, e total 35,088 cuble feet
constituted 17% of the toisl Agency holdings four that period. (Bee Exhibit 2)

Puclng the some period the DDP offices destroyed 10,000 cubic leet
of records {Bxhibit 3) spd tronsferred 2.81 cubic feet to the Agency Arziives
and Records Centew,

2, DDP Records in Arehives snd Records Center

On 30 June 1966 there were 19,809 cubic feet of DDP recordes in the
Archives and Records Center. More than hall of thege records sppesr to
duplicate the Walout Progrex sod consist of Hsrd Copy, Poper Tape, Punch
Cards, Reel Fille, and Aperture Courde. I belleve : Joint znolysis snd evalu-
ation should be made o7 these recorde by the Records Adminlstrstion Btafy
apd DDP with « view to ellminsting ony duplicate files, I this zpparent
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duplicstion <an be eliminsted entirely, asbout 12,000 cubls feet or $ile aspace
in the Revords Center would be avallsble for further use,

3. Volume of Records Per Beployee

The average number of ouble feet of records per IDP sepluyee is 11,1
a8 contrasted with 18 cublc feet Agency-wide and 2.6 cuble feet Goveroment-
wide, .

h, Cost to Create Recusds

The eatinsted cost of eresting DDP records 48 $133 wdliton, In
sdddtion, it ~osts sbout 32 million each yesr to kee; snd service tohe DDP
records in office svsee ond the Records Cenber.

5. Btatus of Records Control S8chedules

The Records Control Scnedule is the ;rinciyel meddww for mensgicg
Faper. It describec the conmtent of ewch file, the zrrecgement oF records in
the file, the volwme of paper, snd the provizicns for retedning or als.celig
af the records,

The melority of DDP re2oods are technioslly included {n resords
eontrol schedulse bul must DDP schedules sre tov generic. Proper identiii-
cation snd evalustlon ol records 18 not satisfied by thir type schedule roc
by sn ADP zystem based primurdly on the cancept of "€8 recerd value”.

Records ghould alsc be evaluszted in relstlon to thelyv useiwlness Lo ovi-
manting prograts mansgesent snd echilevements, and in relation to legnl end
historicel velues., Althoush the gepersl tyye schedulet ore beins used offes-
tively in some offices, wore comprebensive records control schedules desizned
te i1t the newds of specilfic orgenizetions womld produce zrester results in
fdentifying records of jermanent value sg well 23 expeditinz the retirement
snd dlsposad of others, '

Becords Comtrol Bobedules should be wideted perisdicslly to reflect
srgeplzetional changee, reali:mment of functions, changes 4n file content or
records character, und to refine retentlion perlods., This is necesssry
warvionlearly for some schedules in the DDP csrea which were develoged in 1953,
1560, wnd 1961, snd heve not beer revised. These should be reviewed fov
yoasible reduction in retentlon [ericds, tc eliminste obsclete file zeries,
and o isclude ourvent records.

8. Use of Syace Bavin: B;eciclty Filing Equijment

There sre seversl Kinds of specislty £iling equipment whilecn cun he
used by offices to seve office sysce mnd to incresse file reference elliciency.
Usuully, w#e can ezpect o savings of shoud L0Z in office spzce whem seafes ond
Tile cabinets are converted to shelf ty;e files. These, ol course, requive
elther & vault or secure area. Use of shell Mlling throushout the Agency
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has avelded urchages «f exyensive pafes «nd filing csbinets. 8Bjecislby
filing eguiyment {s being usel in mrme DDP offlces to good sdvantzge., TED,
for insztance, szved considereble siace when they installed rolleout shelving
to replsce various kinde and &izes o ghelving, csrd cabinets, g=fes, wnd
four and flve~drawer csbinets., The Central Cover 8tsf! =lpo improved its
office speee by replacing 28 sefes snd cebinets with rolleout shelving., RID,
whioch oz been using shelfl Tile equizment to good rdvantage for some tire, is
now considering the use of "Pullepsce” specialty filing equipment to solve =
geriscus file space roblex, This particulsr egquipwment may hel:; to solve
other space problems in DDP.

7. Administrative Reporis and Correspondence Creste Reoords

Thete two sotivities create large volumes of records. There are
techniques, however, Tor the control of paper volume and the eimplificstion
of operating procedures pertinent to both reports and corres oundence,

The cost of preparing corres;ondence, Tor ipstsnce, con be reduced
substantizlly by the use of Pore Letters. The wsverage cost of on individuelly
prepared letter iz sbout three dollurs zs compured $o thirty ceants fur a Forg
Letter, Anctber correspondence technique which 18 gsindng In agency populerity
iz the use of the 8yeed Letter for informsl correspondenre., Thiz procedure
provides for the usge of three [sges o preassemblel HCR poper; the origineting
office puts its messsge =% the top portlon and the recelving office suts its
response on the bobttom of the age, With the request tnd reply on the ssme
glece of paper, filing time 2nd filing spsce mre zaved., A number of sgency
eifices ere using the 8peed Letter technigue to zood siventage snl I believe
that extensive use by DIP would be dencficlsl,

In FY 1765 spuroxisately 12 million sleces of peper were arested in
the Agency Crom sdmipiatrative reports, I sx anxlous to see u mure active
sdwinistrative reports menagement Lrogras ip the Agency =pd 1 believe that
PP csn seslst the Records Adminlstration Bisif to rromete such x prograsm.

8, FPorse Vanagement

Mere sre =65 officlsl forme origineted by the DDP officer repre-
senting 188 of those wnder cowtrol in the agenoy.

A contimudng vrogram b0 control crestien of paper at the sowrve [oys
diridends by controlling the oumber of coples, elimlpeting wnoificiel forms
ang yroviding properly designed and efficlent-to-use forms for upersling
offices. Indusiry and Govermment estinste that the cost of processing loms
18 20 times ke srinting coste. On this basie, lgency operating vrocedures
from Forus oottt sbout 36 millisn a year; consequently, thls 18 =n area of
paperwory where satentisl savinga sre grest,

Considersble progress hes deen made by some DDP organizstions;
Central Cover Btnfl for iostance, has done = {ine job of elirinating "bootle:”

“
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forma, I believe n more extensive effort in the “boetles” form sres would
produce excellent results =nd ellminste a Iot of unnecessury poper.
ai@ni‘fiawr. fam imrrovement Droject Lz the new systes Zeveloned g:.»ia*léf
by repr o ppr | | Printing Serviceor
Division of the Records Adeinisira-
tion BtalT hos brought sbout CaviIngE of oo TIE pristing the Infermstion
Reportes (Porms 12, ls-1, 1b and lc) in the lest three yeurs.

Q, Btanlard Filing Bystess

In 1962 the Records Administretios B$afl prepared = gulde to assist
in establishing uniform filing and As}uniﬁm standsrde fa. rvecords of the
€8 Bupport Btaffz. A wiform riling systesm should now be egtoblished for «11
CB operations) records. This syoiem ghould tm resicred to crevent interiiling
of records of permopent and tewporery velue zo that orderly disposition rould
be made without extensive zad costly scoreening. Sueh s gystsr conll be
develoved conourrently in wdstlpg recerds contrel schedules.

1¢. Professional Becords Mapagement Personnel Bolve Paperwori Probless

Govermment «nd Industry deperd on professionsl records mansgers to
assist in selving seperwork problems. Professionsl jersonnel ususlly cen
gpot problem aress axad maks lmprovements themal veg or get advice znd sseis-
tanee when necesgary, Records mpansgement swrveys conducted by the Records
Administrition Steff hove resulted in algnifircant sevings and lmproved olflice
procedures and effisienty. 8sme DDP cumponents have recognized the need fur
professions] guldence and have svailed thesselves of the services ol this
Btart,

The DDPF Records Hansgement Program f8 2 part of the Eysleme Srowy
waien is comterncd primavily with the mechenized control of peper. The ADF
systems shoul:l be rem,gniml 28 additionsl medin for cresting sapd controllim
records ratber then 2 totnl records mansgemsud rogram,

remiives 3ivisions =nd stalls to B&sigzs?t;e i i@ Recoran

Hrasgewmant CfTicers., The qualificstione Yor hese Recoris zsim%me.&t Officers

T outlined in % are llsited and they do oot conform to those usually
m ”

reqnimd by ernment end Imdustey.

The functims of o B0 owtlined inl:l for instsnce, do not
inclinde t&m fall speactrur of the elements in & refords measgement [rogrmm
such a8, Filine eystexs snd filing eguipsent. Alsc, chservetion of the
actuel az;@t&t&ana of the DDP records menagenent progrsm indicstes thet resion-
gibility 42 3iffueed by the cddition of many collatersl dutles and the dele-
gatdon of some of the functlons fo persces who do not have time o perform
then.

1l. Results from Clesny Campsiyn
Laat year's Ageroy Clesau; Campaliszn, which lmplemented the Tresident's

Morstoriue on the Purchase of Piling Baulyxment, wes successPul. Ageacy-wlde
g

Approved For Release 2005/07/13": £1A-RDP70-00211R000500060002-7

ROMIR:STRATIVE - TTEANAL USE ONLY

STAT

STAT

STAT




Approvedéwy &Eﬁ%j %E‘I13 ‘i‘iIE%E (g'o 21§R£§}0!060002 7

more than 9,400 cuble Jeet of records were eliminsted frow otfices and 278
pleces of Tiling eguiswent wers relurned 4o stook, Bilice this Morstoriww
is going to be continued Indefinitely, it will he nﬁc@&%ﬁﬁz‘}' Tor ud to tane
whatever mesns are pecessary o svoid the pwrchsse of filing eqaifmmt.
Another Clesany Csmpaigyn may be belpful, The mttmﬂzeu, BExbivit %, shows
scre helpful slean-u:r tips. AWtiona) cosles of this woy be obtained from
the Records Adulnietrstion 3271,

12, ¥ital Records

The Agency is recogulzed 38 having en excellent Vitsl Recorde Progres.
We tranafer only .39 of the totsl Agency holdings to the Vital Records
Repository ss contrasted Lo 53 for the rest of Govermsent wnd 2% for Inmdustiy.
Gur program operstes [rimarily ter:fn;;:h the nedive of Vital Records Deoosit
Sehedules, 5memlw have been propored for 213 DDP offices and the mejority
of the offices mainteln = very mtivﬁf vitsl records progvey.
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CUMULATIVE TANGIBLE SAVINGS REALIZED
FROM THE AGENCY RECORDS ADMINISTRATION PROGRAM
FISCAL YEARS 1955-1965

¥ MANPOWER UNAVAILABLE FOR A CONTINUING PROGRAM
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RECORDS DESTROYED BY HEADQUARTERS OFFICES FISCAL YEARS 1959 - 1965 pct oo
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FILE CLEANUP TIPS

Here are some items that require attention or can be destroyed to release needed and costly file
space. Naturally, action on such items will be governed by your office needs and Records Control
Schedule.

11.

12.

13.

14.
15.

1.

2.

. Remove unclassified material from safes.

. Obsolete government-agency telephone di-

rectories.

City telephone books and yellow pages
prior to current year.

. Agency and employee circulars and news-

letters of transitory value.

Circulars, announcements, and advertise-
ments of events long past.

Lists and tables subsequently superseded.

. Obsolete and rescinded administrative and

regulatory issuances.

Obsolete stock catalogues.

. Unused publications from other agencies.

U.S. Government Organization Manuals
prior fo present issue.

GSA stores stock catalogue prior to cur-
rent issve.

U.S. General Accounting Office salary
tables.

Congressional Records (except tear sheets)
prior to current session.

Congressional Records Summaries.

Congressional Directories prior to latest
issue.

16.
17.
18.

19.

20.

21.

22.
23.

24,

25.

26.

27.

28.
29.
30.

Federal Registers (except tear sheets).
Unneeded copies of legislative hearings.

Information copies of cables, telegrams,
dispatches, and memorandums not part of
official files.

Rough drafts and working notes for reports
and staff papers since completed and ap-
proved.

Chronological or reading files more than
2 years old.

Newspapers, magazines, and clippings no
longer used or needed.

Press notices and releases.

Extra or stock copies or documents and
publications no longer needed for distribu-
tion.

Stenographic notebooks from which notes
have been transcribed.

Used hectographs, stencils, and multilith
mats over one year old.

Publicity and literature used for past char-
ity drives and so forth.

Obsolete railroad, plane, and ship time-
tables.

Old price lists and catalogues.
World Almanacs prior to current issue.
Obsolete blank forms.

OTHER CLEANUP HINTS

Also look for these items that can be returned for re-use.

Books and other reference material BEAR-
ING A LIBRARY NUMBER and which are
not being used currently.

Unneeded reference materials gathered for
projects now completed.

3.
4,

Excess office supplies.

Broken or excess office furniture and office
equipment.

. Several duplicate sets of Regulations in one

office.
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